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Change in Average Weekly Minutes

Data is required for each attendance center before continuing to other menus
A mandatory field beginning 2007/2008 is District Base Salary

ADDING NEW ATTENDANCE CENTERS

STEP #1: Open the PRF. Click on:

o Actions

) District Information

) Select Add District/School Information

3 PRF System Mainkenu (Internet Test) - Mictasoft Intemet Explorer provided by State of South Dakota

Schoolveor HEEE > Diswicl# 32002 | Distict Name | Fienie 322 ~ GO0

DOE
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Actions
AT Authority to Act

L) | Welcome to the Main Menu
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Step #2: Add the District Base Salary

Submission deadline: October 15, 2008

The District Base Salary is a New Field for 2008-2009

District Attendance Center Information

District Base Salary | Update Salary |

Highlight a specific attendance center row and choosze the option of "Edit Attendance Center Info" button.

00 System Wide Pr-12
] 071 T F Riggs HS - 0 912
02 Georgia Morze M5 - 02 B-3
T 03 Buchanan Elern - 03 kG5
04 wfazhington Elem - 04 kG5
06 Jefferson Elern - 06 FE-S

1 OF MekKinley Elem - 07 kG5

2400 |

1965
1575
1650
1650
1650
1650

a2 80 82 82 82 a9 29

Data iz required for each attendance center before continuing to other menus.

Edit Attendance Center Info | Cone |

Frint district schoal information report

. Type in the Base Salary for the District. This salary is the beginning teacher salary
offered by the district. You will not be able to sign off on your Assurance

Statement until this field is completed.

o Click on the Update Salary Button

Contact Carla Leingang 773-4638 Page 2
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Step #3: Adding Attendance Center Information

The data encoded to the Attendance Center Information Screen calculates the
full-time equivalency for each personnel record assigned to the Attendance
Center.

District Atendance Center Information

District Baze Salary Update Salary |

Highlight a specific attendance center row and choose the option of "Edit Attendance Center Info™ button.

00 Sypstern Wide FK-12 2400 [ |
] 01 T F Riggs HS - 01 912 1965 [

02 Geargia Morze M5 - 02 B8 1975 a
T 03 Buchanan Elem - 03 kG5 1650 [

04 “washington Elem - 04 kG-5 1680 Q

0 Jefferson Elem - O FE-5& 1650 B
i 07 McKinley Elem - 07 kG- 1650 0]

Data is required for each attendance center before continuing to other menus.

Edit Attendance Center Info | Done | Frint district school information repaort

e Each District Attendance Center should be pre populated in your District
Attendance Center Information.

It is important you inform the Department of Education of any changes to your
Attendance Centers for the Ed Structure Collection. This includes Name, Grade
Span, etc. This information is due in April of each year and one important use is
to pre-populate this screen. Changes cannot be made to the PRF System.
Questions can be directed to Jennifer Rattling Leaf at 773-4703.

e To Add Attendance Center information you should do the following:
o Highlight the Attendance Center
o Click Edit Attendance Center

Contact Carla Leingang 773-4638 Page 3
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e Add the Average Weekly Minutes

“Average Weekly Minutes” is defined as the minutes per week
of instructional time.

ndance Center Infor

Grade Span: 9-12

Average Weekly Minutes:  [19g5 [Enter the average minutes per week of instructional time)
School Term Type: Q =| [Select O for quarters/semesters or T for timesters]

Highlight a specific time option row and choose the option of "Edit Time Option™

. . f IMPORTANT: If you are changing your
Time Option [t aliseckivii iputes school term type. average weekly
minutes or time options, refer to the

"District and School Attendance

1 281 = Center" section of your manual before
5 B making changes. After reading the

manual if you need clarification,
3 42 contact DOE at 773-4638.
4 1123
5 1404 :

Print Report: By Staff Persan ‘

E 1684
7 1965 |

Frint Repaort: Total FTE By Atendance Center

Time options are HOT necesszary for ‘
completing the attendance center data

but can save you time if you setup some Print Repart: Time Options Used on Personnel Records ‘
common minutes for class periods.

Add Time Option | Edit Time Option | Delete Time Option Cancel Save All

The following pages include examples of how to determine your
Average Weekly Minutes.

Contact Carla Leingang 773-4638 Page 4
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Below are examples of how to calculate Average Weekly Minutes.
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Calculating Elementary “Average Weekly Minutes” = 1650 minutes per week

E-Mail Carla Leingang@state.sd.us

Grade | Elementary | Afternoon Total Recess Lunch Total Total Minutes per week per grade
Morning Bell Minutes Intermissions
Bell Schedule per grade per day
Schedule per day
FORMULAS: (Recesses + (Total Minutes per grade per day - Total
Lunch) Intermissions per day) x 5 days per week
*K 8:15-10:55 | 12:15-2:55 400 30 80 110 1450
1 8:15-11:25 | 12:20-2:55 400 30 55 85 (400 - 85) x5 =1575
2 8:15-11:25 | 12:20-2:55 400 30 55 85 1575
3 8:15-11:35 | 12:20-2:55 400 30 45 75 1625
4 8:15-11:50 | 12:35-3:05 410 25 45 70 1700
5 8:15-11:50 | 12:35-3:05 410 25 45 70 1700
6 8:15-11:50 | 12:35-3:05 410 20 45 65 1725
AVERAGE: 75 1650
FORMULA: (1575+1575+1625+1700+1700+1725)/6 =
1650
*Do not include Kindergarten in
your calculations.
Contact Carla Leingang 773-4638 Page 5
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Calculating Middle School/Junior High "Average Weekly Minutes" = 1975 minutes per week.

Period Bell Total Minutes per Total Minutes per week
Schedule period
Period 1 8:00-8:50 54 270
Period 2 8:54-9:39 49 245
Period 3 9:43-10:28 49 245
Period 4 10:32-11:17 49 245
Period 5A  |11:21-11:43 25 125
Period 5B [11:46-12:08 25 Lunch 125
Period 5C  [12:11-12:33 26 130
Period 6 12:37-1:22 49 245
Period 7 1:26-2:11 49 245
Period 8 2:15-3:00 45 225
TOTAL MINUTES PER WEEK 2100
Lunch =25 minutes per day x 5 days per week = 125 minutes per week
2100 Total Minutes Per Week
— 125 Minutes (Lunch)
1975 Average Minutes Per Week

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us
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Calculating High School "Average Weekly Minutes"” = 1965 minutes per week.

Period

Bell Schedule Total Minutes per period

Total Minutes per Week

Period 1
Period 2
Period 3
Period 4
Period 5A
Period 5B
Period 5C
Period 6
Period 7

7:45-8:35
8:39-9:44
9:48-10:38
10:42-11:32
11:36-12:01
12:05-12:30
12:34-12:59
1:03-1:53
1:57-2:47

54
69
54
54
29
29
29
54
50

Lunch

270
345
270
270
145
145
145
270
250

TOTAL MINUTES PER WEEK

2110

Lunch =29 minutes per day x 5 days per week = 145 minutes per week

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us

Page 7

2110 Total Minutes Per Week
145 Minutes (Lunch)

1965 Average Minutes Per Week
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Calculating System Wide "Average Weekly Minutes"
Administrators and School Service Specialists

Attendance center # is 00

Average Weekly Minutes = 2400 minutes per week

Step 1. Determining Minutes Per Day

8 Hours Per Day
X 60 Minutes Per hour
480 Minutes Per Day

Step 2. Determining Total Minutes Per Week

480 Minutes Per Day
X 5 Days Per Week

2400 Total Minutes Per Week

Contact Carla Leingang 773-4638 Page 8
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Step #4: School Term Type

e Adding A School Term Type

e Select Q for Quarters/Semesters

e Select T for Trimesters

Step #5: Time Options

Time Options are not necessary for completing the Attendance Center data
but can save you time if you setup some common minutes for class
periods.

If you do not use this option then you will have to manually encode minutes
for each class assignment in the personnel record forms.

e Adding Time Options

o Click on Add Time Option and you will see the following screen.

Time Option Information

Time Option Number

g - {An assigned identifier for this time option. )

Total Weekly Minutes
0 {(Total minutes assigned to this time option )

Frint Beport: Time Options Used on Personnel Recaords ‘

Cancel ‘ Sawve |

o0 In this example the Time Option Number is 9. This tells you that there
have been 8 time options previously created.

0 Add the Total Weekly Minutes you would like to add as an option. An
example of how to use this area is to define one option as the total
minutes for one period. A second option would be the total minutes for 2
periods, etc. Examples of how to determine these options are on Pages
pages 11-14.

Contact Carla Leingang 773-4638 Page 9
E-Mail Carla Leingang@state.sd.us




Submission deadline: October 15, 2008

o If you Click on the Print Report: Time Options Used on Personnel
Records you will see areport with the following columns:

= Attendance Center
= Time Option

=  Name of Staff

o Click on the Save Button

Contact Carla Leingang 773-4638 Page 10
E-Mail Carla Leingang@state.sd.us




Calculating Elementary School Time Options
Weekly Class Minutes — Example 1650 Minutes
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Divide the weekly class minutes between a full time, part time, or departmentalized staff.

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us

Time Options | Total Weekly Minutes Formula
1 1650 Full day teacher
2 825 1/2 day teacher
3 0 Assigned a duty
Page 11
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Calculating Junior High/Middle School Time Options
Weekly Class Minutes — Example 1975 Minutes

Divide the weekly class minutes between the number of periods at the junior high/middle school

Time Options Comment Formula Total Weekly Minutes

1 1 Period 1975 Minutes divided by 8 Periods 247
2 2 Periods (1975 divided by 8) x 2 494
3 3 Periods (1975 divided by 8) x 3 741 There are
4 4 Periods (1975 divided by 8) x 4 988 approximately
5 5 Periods Etc..... 1234 50 minutes per
6 6 Periods 1481 period )
7 7 Periods 1728
8 8 Periods 1975
9 Assigned a duty 0

Contact Carla Leingang 773-4638 Page 12
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Calculating High School Time Options

Weekly Class Minutes — Example 1965 Minutes
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Divide the weekly class minutes between the number of periods at the High School

Time Options Comment Formula Total Weekly Minutes

1 1 period 1965 Minutes divided by 7 Periods 281
2 2 periods (1965 divided by 7) x 2 561
3 3 periods (1965 divided by 7) x 3 842
4 4 periods (1965 divided by 7) x 4 1123
5 5 periods Etc... 1404
6 6 periods 1684
7 7 periods 1965
8 Assigned a duty 0

Contact Carla Leingang 773-4638
E-Mail Carla Leingang@state.sd.us

Page 13

There are
approximately 56
minutes per class

period.
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Calculating System Wide Time Options
Administrators and School Service Specialists

Weekly Class Minutes — Example 2400 Minutes

Time Options Formula Total Weekly Minutes
1 Full Day 2400
2 Y% Day 1200
3 Assigned a Duty 0
Contact Carla Leingang 773-4638 Page 14
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RUNNING A REPORT

STEP #1: To Print a Hard Copy Report

. Click on Print District School Information Report

District Attendance Center Information

District Bace Salary 00000 ——  Update Salary |

Highlight a specific attendance center row and choose the option of "Edit Attendance Center Info™ button.

|

00 System \Wide PE-12 a
01 T F Riggs HS - 01 312 1965 a
02 Georgia Morse M5 - 02 =2 1975 r]
03 Buchanan Elem - 03 KG-5 1660 Q
04 VW ashington Elem - 04 kiG-S 1680 a
06 Jefferson Elem - 06 PE.-5 1650 Q
07 McKinley Elem - 07 KG5S 1650 F]

Data is required for each attendance center before continuing to other menus.

Edit Attendance Canter Info I Done | Frint district school information report |
. You will see a Report similar to the one below.
& & F 7= |00z 1 of1+ L | & .
Preview ]
- 32002
an School Year 2008-2009
o1
02 32002 Pierre 32.2
03
04 Attendance Average Weekly Sehool Time Total Weekly
g? Center Minutes Term Type Option Minuies
00 Sysiem Wide I 2,400 Q 1 2,400
2 1,200
K] ]
01 TF Riggs HS-01 ] 1,965 Q 1 21
2 561
3 842
4 1,123
5 1,404
6 1,624
Contact Carla Leingang 773-4638 Page 15
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. If you want to view only one Attendance Center then click on the plus
sign by the district number and then select the specific Attendance
Center.
S & F = ooz - 1 i1+ P M & .
Previaw]
=) 32002 |
(1] School Year 2008-2009
ol
02 32002 Pierre 32.2
03 ‘
04 n Attendance Average Weeldy School Time: Total Weekly
06 Center Minutes Term Type Option Minutes
o7
_I
00 Sysiem Wide I 2,400 Q 1 2,400
2 1,200
3 1]
01 TF Riges H5-01 [| 1,965 Q 1 281
2 561
3 242
4 1,123
5 1,404
] 1684
) Click on the Printer Button.
& & F 1= [tox 4] [ 1 of 1+ M i
Presiemws
+- 32002
School Year 2008-2009
Aftendance Average Weekly S hool Tme Total Weekly
Cenier Minuies Term Type Op tiom Minwtes
00 System Wide | 2400 Q 1 2,400
2 1,200
3 o
Contact Carla Leingang 773-4638 Page 16
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’; Print

General |

Select Printer

Make sure the Print Range says All.
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D ) 2 2

= @ [ é ==

Add Friter  Adobe PDF  DEFR1FP03 on DEFR1PDA &h
ESPRIOMO P SSPRI000T

Stabuz:  Feady
Location: DECA - MAINFRAME PRINTER
Comment: DECA - MAINFRAME PRINTER

Pags Hange

= Al

= r
" Pages: |‘I

Eriter ether a single page number or a single
page range. For example, 5-12

Mumber of copees: |1 3:

-

Snaglt 3

Preferences |
Find Printer... |

LRI

— o | oo |

Click the Print Button

Contact Carla Leingang 773-4638 Page 17
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MODIFYING ATTENDANCE CENTERS

This section describes what needs to be done if you need to make a change to
the Attendance Center:

Change in School Term Type

Change in Time Option

Deleting a Time Option

Change in Average Weekly Minutes

e Changing A School Term Type

Open the PRF. Click on:

. Actions

° District Information

° Select Add District/School Information

o Highlight the Attendance Center you will update
° Click Edit Attendance Center

e (o to the Drop Down Box - School Term Type.

e Change the selection in the drop down box
(ie Q (Quarters/Semesters) to T (Trimesters)

e A message will pop up on your screen.

e x]

# change in school term fype [ie O ta T or T to O] requites pou to update ALL records for ALL staff encoded to thiz attendance center. To faciltate the process of updating all records
wou should select “Cancel™ now and then click on the repart bultans igted on this screen [Frint Repor Total FTE by Mtendance Cerder and "Repoit By Stafl Person”™]. Othetvase

salect 0K to procesd n makng this change.
0k | concel |

e This message informs you that a change in school term type requires you to
update ALL records for ALL staff encoded to this Attendance Center. To
facilitate the process of updating all records you should select CANCEL now,
and then click on the Report button “Report By Staff Person” and “Print Report
Total FTE By Attendance Center”.

Contact Carla Leingang 773-4638 Page 18
E-Mail Carla Leingang@state.sd.us
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e The Reports are highlighted below.

ﬂﬁndmce %I’I!El Information P
e 2 g

Grade Span: 9 - 12

Average Weekly Minutes:  [1385 [Enter the average minutes per week of instuctional time)

School Term Type: Q =|  [Select O for quarters/semesters of T for bimesters)

Highlight a specilic time option row and choose the option of "Edit Time Dption"”

" " : IMPODRTANT: If you are changing your
Total Weekly Minutes
Uz & school tem type. average weekly
minutes or lime oplions. refer lo the

“District and School Attendance

1 20 Center" section of your manual before
2 - making changes. After reading the

manual if you need clarification,
3 42 contact DOE at 773-4638
4 1z
5 1404

Print Report: By Staff Person

] 1684 pertBy |
7 1965 |

Print Report: Total FTE By Attendance Center |

Time options are NOT necessary for

completing the attendance center data

but can save you time if you setup some: Print Report Time Options Used on Personnel Records |
common minutes for class periods.

Add Time 0phr.-n| Edit Time Option | Delete Time Option | Cancel | Sawve All |

e By printing these reports you will be able to know which personnel records were
encoded to this attendance center and will need adjustments made to their
personnel record.

e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.

= & F =100z - 1 of1+ P M #h

Prewvigw l

e Below is an example of what an instructors Personnel Record looks like before
the change. To access a person’s record you need to click on Actions/District
Information/Personnel Record Form. Highlight the persons name and click on
Edit Employee Data. The School Type is Q (Quarterly/Semester).

Personnel Record Form Print S5M 7
Last Name I First Mame | Middle Hame
No Longer rmplnucrll Chooses: jnntf: of Buth I
Reporting Type IT - Taachar d Gender ,_
Ethnicity I_ Federal Ethnicity --> Hizpanic ,_ Ethnicity |
Total Instiuct. 5 alary I]D Total Admin/School Service Specialist Salary ID
Total Teaching Expenence Total AdmindS chool Service Specialist Expenence
[priar to this schoal year) I [priar to this schoal year) [0
Status Code | 1t yr of empl n this schoal spstem whao wese emploped n another S0 schoal the previous pear|s). j
Personnel Record Completely Updated? IYes -I HOUSSE Qualified?: N
. . (This fiedd is calculated from =
Total Calculated FTE |[|_5 ihe PAF Assigrment ecords belon) FTE Ovemide ID
N el i il S
02-Geocigia Marse MS - 02 20300 20022 247 ¥ K B K 1975
02-Geongia Morze MS - 02 BBEEE 20022 247 X X X K 1975
02 Geongia Morze MS - 02 EEGEE 20022 494 X ¥ X X 1375
PRF Assignments =l
AddAssignment |  EditAssignment | Delete fssignment | Edit Gender /Ethriciy | save |
Contact Carla Leingang 773-4638 Page 19
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e Below is an example of what this record looks like after you have updated the
School Term Type. Notice the Weekly Class Minutes are changed to 0 and
the School Term Type has been deleted.

Fersonnel Becord Form Prink I S5N oS5 |
Last Hame I Fust Hame ﬁ Middle Hame Ii
Mo Longer LIIILI'U\-It:dIChmse- jDulc of Birth I—
Reporting Type IT-Tcacher j Gender I_
E thmicity I_ Federal Ethnicity —> Hizpanic ’_ Ethinicity |
Total Instruct.S alary I]u— Total Admin/School Service Specializt S alary IU—
Tol[;;lli;ctr:'l:l':i.si[.‘:ghl;zlp;g:"]"m: I_I— lntng{ﬂ\:i;i{mﬁgﬂ;:;ﬂg;;vicc Specialist Experience Im—
Status Code | T2t of empl i this school spstem who were emploved in another S0 schoal the presvious vearls) j
Personnel Hecord Completely Updated? m HOUSSE Quahfied?: N
Total Calculated FTE [ | (Thefieldis caloulated from FTE Overide [§

1975

02 Georgia Messs M5 - 02 20000 20022 0

02 Georgia Mosse M5 - 02 66886 20022 0 1575

02-Georgia Morse MS - 02 BBEEE 20022 O 1375

PRF Assignments K|
Addpssigrment | Edit Assignment | Delete Assignment | Edit Gender / Ethriciy | Save |

e You must now update the assignments for all staff impacted by this change.
You will do this one Position/Assignment at a time. Follow the same steps for
all records.

o Highlight the Position/Assignment
o Click Edit Assignment

o0 Click on the appropriate school term and enter manual minutes or select a
time option for each assignment encoded to this attendance center.

FRF Assignment Information
Attendance Center

| 02 - Georgia Morse M5 - 02 j
Position Code
[ 66EEE - Position Based on Mon-Autharized =l
Assignment Code
| 20022 - Geography j
Tri terl Tri ter2 Tri ter3
i i i

Total Weekly Minutes

If the special education teacher ,07

iz the teacher of record for any core

d bij and ds the Time Option - HNumber of Weekly Minutes
grade, then check the box. | tanually Enter ‘Weekly Minutes j
r

If you are a teacher of ESL
who provides i ion in core
subjects check box.

e

r

Cancel Save

Contact Carla Leingang 773-4638 Page 20
E-Mail Carla Leingang@state.sd.us
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e Continue with these steps for the next person on the report until ALL records
have been updated.

Be sure to use the Reports you printed to help you
encode the appropriate information.

Contact Carla Leingang 773-4638 Page 21
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e Changing A Time Option

An example of changing a Time Option is if the Attendance Center
changes from a 7 period day to an 8 period day.

Open the PRF. Click on:

. Actions

District Information

Select Add District/School Information
Highlight the Attendance Center you will update
Click Edit Attendance Center Info

e Highlight the Time Option you are changing.

e Click on Edit Time Options (You should determine what your new Time Options
will be based on for the new School Schedule) Go to Page 11 — 14 for guidance
on how to determine Total Weekly Minutes.

—ATToancT comer. or - r o nggs o=~ oer......................______
Grade Span: 9-12

Average Weekly Minutes:  [1955 [Enter the average
School Term Type: 0 ~|  [Select O for quar

Highlight a specific time option row and choose the option of “E

Total Weekly Minutes

1 281 =

2 BE1

3 242

4 1123

5 1404

5 1684 ——
v 1965 =l

Time options are NOT necessary for _
completing the attendance center data
but can save you time if you setup some Print

common minutes for class penods.

Add Time Option | Edit Time Option | Delete Time Option

Contact Carla Leingang 773-4638 Page 22
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e A message will pop up on your screen.

x|

The program will sutomatically update ALL personned encoded to this time option. To facilitate the process of updating & reconds you should select “Cancel” now and then click on the
repart button listed on this screen ["Pint Report Time Dptions Uzed on Personnel Recards™) Dthetwize select "0K™ to proceed in making this change.

0k | Conca |

e This message informs you that the program will automatically update ALL
Personnel encoded to this time option. To facilitate the process of updating all
records you should select “Cancel” and open the report “Print Report: Time
Options Used on Personnel Records”. This Report prints all of the Time
Options for the Attendance Center.

e The Report is highlighted below.

Time Option Infarmation

Time Option Mumber

1 {An assigned identifier for this time option.)

Total Weekly Minutes
245 {Total minutes assigned to this time option.)

Print Beport: Time Options Used on Personnel Records |

Cancel | Save |

e By printing the report you will be able to know which personnel records were
encoded to this Attendance Center Time Option.

& F =l o W 2o > # =
Preview ]
2002 i{
Time Options Used on P ersonnel Records
School Year 2008-2009
4 changs inta i ires y the fiall time equ i
32002 Pierre 12-2
Attendance Center Name Time Op tion MName
017 P higes S 01 £
Contact Carla Leingang 773-4638 Page 23
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e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.

= & & T= 100z - 1 of 1+ b M e

Preview l

e Once you print the report then change the Total Weekly Minutes for each
Time Option.

e You will also need to reflect the change to the Average Weekly Minutes. In the
below example, the Total Weekly Minutes Time Option 1 has been changed
from 1650 to 1550. Time Option Two was then changed from 825 to 775. The
Average Weekly Minutes was changed to 1550 to reflect this update.

Average Weekly Minutes:  [155(0 [Erter the average m
School Term Type: 0 | [Select O for quarters

Highlight a specific time option row and choose the option of “Edil

Total Weekly Minutes IsI:I
mil

D
1 1550 | Ce
md

2 775 e
3 D cO
P

Time options are HOT necessary for

completing the attendance center data
but can save you time if you setup some Frint B
common minutes for clazs periods.  ———

&dd Time Option | Edit Time Option | Delete Time Option

A change in time option requires you to make sure the full-time
equivalency is calculating correctly for each personnel record.

Contact Carla Leingang 773-4638 Page 24
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e You should view all records to ensure all of the updates are correct. Follow the
same steps for all records.

Be sure to use the Reports you printed to help you
encode the appropriate information.

Contact Carla Leingang 773-4638 Page 25
E-Mail Carla Leingang@state.sd.us




Submission deadline: October 15, 2008

e Deleting A Time Option

An example of when a Time Option is deleted for an Attendance Center is when it
goes from a 7 period day to a 6 period day.

BEFORE: Example of a Personnel Record Form before a time option is deleted.
Notice the Full Time Equivalency is 1

Fersonnel Fecord Form Print | SSN-

Last Name _ First Name- Middle Name
No Longer Employed| Choose: x| Date of Birth t

Reporting Type — =] Gender [if

Ethnicity I_ Federal Ethnicity --> Hispanic l_ E thnicity |
Total Instruct_5 alary - Total Admin/School Service Specialist Salary ’07
Total Teaching Expernience Total Admin/5chool Service Specialist Expenence

[prior to this school year) a [prior to this school year) a
Status Code | Tzt wr of empl in any school gestermn, in any state, in a position requinng certification. j
Personnel Record Completely Updated? Ha - HOUSSE Qualified?: N

[Thiz field iz calculated from N

Total Calculated FTE |4 mlEE A e i e e el FTE Ovemide [

[1-T F Riggz H5 - M —— 20400 12104 1967 A T - T
PRF Assignments

Add Azzignment Edit Aszignment Delete Aszignment | Edit Gender/DOEB/Ethnicity/M ame Save

Open the PRF. Click on:
. Actions

° District Information
° Select Add District/School Information
o Highlight the Attendance Center you will update
° Click Edit Attendance Center Info
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e Highlight the Time Option you are deleting.

e Click on the Delete Time Option button.

CETET O T T Ty E T T

Grade Span: 9-12

Average Weekly Minutes:  [1555 [Enter the average
School Term Type: Q ~|  [Select O for quart

Highlight a specific time option row and choose the option of “E

Total Weekly Minutes

281

561

842

1123

1404

1684 B

7 1965 |

Time options are NOT necessary for —_—
completing the attendance center data

but can save you time if you setup some Print

@ oM e W M =

common minutes for class periods.

Add Time Opt|0n| Edit Time Option | Delete Time Option ‘

e A message will pop up on your screen.

wsopt

The program will sutomatically update ALL personnel encoded o this time opbion to 0. To facilitate the process of updating ALL records pou should select “Cancal” now and then click
o the report button Bsted on this zcreen [“Frint Report: Time Opbons Used on Perzonnel Record: ™). Othenwize select "0K™ to proceed n makng this change.

0k | Concel |

e This message informs you that the program will automatically update ALL
personnel encoded in this time option to 0. To facilitate the process of updating
all records you should select “Cancel” and open the report “Print Report: Time
Options Used on Personnel Records”. This Report prints all of the Time
Options for the Attendance Center.

e The Report is highlighted below.

Time Option Information

Time Dption Humber

1 (An assigned identifier for this time option.)

Total Weekly Minutes
245 (Total minutes assigned to this time option.)

Frint Report: Time Options Used on Personnel Records ‘

Cancel Save
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e By printing the report you will be able to know which personnel records were
encoded to this Attendance Center Time Option.

G&F =fox o || W 2 > M # =

Preview ]
2002 i{

Time Options Used on P ersonnel Records
School Year 2008-2009

Achmnge inti w7 th 21l time oo i
32002 Pierre 32-2

Attendance Center Name Time Op tion MName
01-TF Riggs B - 01 #

e To print the report, click on the report you wish to print. You can then click on
the Printer Icon.

= & & T= 100z - 1 of 1+ b M e

Preview l

e Once you print the report, you can then change the Total Weekly Minutes for
each Time Option. Go to Page 11 — 14 for guidance on how to determine Total
Weekly Minutes.

e Click on “Delete Time Option” and Click OK.

e You will also need to reflect the change to the Average Weekly Minute.

A change in time option requires you to make sure the full-time
equivalency is calculating correctly for each personnel record.
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e Below is an example of what an instructors Personnel Record looks like
BEFORE the Time Option has been changed
Personnel Record Form Print | SSN‘
Last Name - First Name- Middle Hame
No Longer Employed| Chogse: z]|Date of Birth -—
Reporting Type j Gender ,_
Ethnicity ’_ Federal Ethnicity --> Hispanic l_ E thnicity |
Total Instruct.S alary - Total Admin/School Service S pecialist Salary [
Total Teaching Experience Total Admin/S chool Service Specialist Expenn
[prior to thiz zchool year] 0 [prior to this school year) |U
Status Code | 1zt pr of empl in any school zystem, in any state, in a position requining certification. j
Personnel Record Completely Updated? Na = HOUSSE Qualified?: N
[This field is calculated from -
Total Calculated FTE [4 Ko =121 st Alzmee (el FTE Dvemde [p
01-T F Riggs HS - 01  (e— 20400 12104 1967 XK o®m X W OB X 1967
PRF Assignments
Add Assignment Edit Azzignment Delete Assighment | Edit Gender/DOB/Ethnicity/M ame Save
e Below is an example of what an instructors Personnel Record looks like AFTER
the Time Option has been changed.
Personnel Recard Form Pint | ssH .
Last Mame - First Name- Middle Mame
Ho Longer Employed| Chonse: x| Date of Birth
Reporting Type [ Mon-Centified E ducator | Gender b |
Ethnicity ’_ Federal Ethnicity --> Hispanic l_ Ethnicity |
Total Instruct.5 alary F Total Admin/S chool Service Specialist Salary [
Total Teaching Exper Total Admin/School Service Specialist Experience
[priar to this schaool vear] 0 [priar to this schaool vear) 0
Status Code | 1zt yr of emplin any school system, in any state, in & position requinng certification. j
Perzonnel Record Completely Updated? MNo - HOUSSE Qualified?: N
[Thiz field iz calculated from .
Total Calculated FTE [ B R Rt e e FTE Ovemide [
01-T F Riggs HS - 01 —_— 20400 12104 0 B X K ® ®X K X 198
PRF Assignments
Add Assignment Edit Assignment Delete Azsignment | Edit Gender/D OB /Ethnicity/Mame Save
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e Highlight the Assignment you are editing and Click on Edit Assignment.
e Select the appropriate Time Option. Click Save.
PRF Assignment Information
Altendance Center
[01-7 F Riggs HE -1 =
Position Code
[20400 - High Schaol Teacher =l
Assignment Code
[12104 - Accounting -l
Quarter 1 Buarter 2 Quarter 3 Quarter 4
i [ i [0
Total Weekly Minutes
328
Time Oplion - Number of Weekly Minutes
[1.328 =l
Cancel | Save |
e You should view all records to ensure all of the updates are correct. Follow the
same steps for all records.
Be sure to use the Reports you printed to help you
encode the appropriate information.
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e Change In Average Weekly Minutes

Open the PRF. Click on:

. Actions

District Information

Select Add District/School Information
Highlight the Attendance Center you will update
Click Edit Attendance Center Info

BEFORE: Example of a Personnel Record Form before the Change in Average
Weekly Minutes. Notice the Full Time Equivalency is 1.

Personnel Record Fomm Frirt | ﬂﬁui
Last Hame - Furst Hamﬂﬁ Middle Hame Ii

Mo Londgei [Illulu'r'tljl Choose: jl:l ale of Biuth t
Reporting Tepe _ 3 Gender I_
Ethmicity I Federal Ethnicity --> Hizspamic I_ Ethnicity |
Total Instruct. Salary - Total Admin/School Service Specialist Salary |p
Total Teaching Expenence Total Admin/School Service Specialist Expenence

[pici to iz school year) I"-'I [ipriar ba this zchaol year) 0
Status Code | 15ty of empl in any school spstem, i any state, n 8 position requiring cerbficstion. 3
Perzonnel Record Complelely Updated? Mo = HOUSSE Qualified?: N

[Thiz field iz calcudated from =

Total Calculated FTE |-| the PR Assignment Riecords below) FTE Ovemde [p

AR oW R K oW W 1968

Altendance Center hﬂ‘lgn Min/ Wk
12104

01-T F Riggs HS - 01
FPRF Assignments

Add Assgnment Edi Assignment | Delete Assignment | Edit Gender/DOB/Ethniciy/Name Save
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e Update the Average Weekly Minutes .

Average Weekly Minutes:

[Enter the average

School Term Type: [Select O for quarte

Highlight a specific time optionTow and choose the option of "E

Total Weekly Minutesz :
r

1 328 =
2 56
E 954
4 1312
3
E

-

1640

1963

8 0

Time optionz are NOT necessary for
completing the attendance center data

Le

but can zave you time if you setup some Erint
common minutes for clasz peniods.

Add Time Option | Edit Time Option | Delete Time Option

e Click Save All.

e |f you did not update your Total Weekly Minutes to reflect the new Average
Weekly Minutes you will receive the following message:

VEBScript x|

There iz a conflict bebween pour time option and the average weekly minutes for this attendance center,

e This message informs you that you have a conflict between your time option
and the average weekly minutes for the Attendance Center.

Follow the Instructions for Editing Weekly Minutes

e Click Save all when you are done.
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